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: FOR :
DEPUTIES, AJSISTALTS, AUD RELATED POSITIORS

J. Introduction,

This guide covers principles end concepts to be followed in Geperal
Services Aduinistration in the eveluation of Classificsvion Act rposi-
tions of dcputy, asoistant, cssistant to, smd spzeinl dssistent.

Based on overall managerent considerations, GSA hes esteblishzd the
proctice of woldirg deputy ead ascistent pocitions to 2 rdnixaom. The
GSA Orgopiezation [omal, OFA P ShE0.1, 1-12, iridicates soze of those
considerations es i‘oJ_lom' "Unlzes ‘chﬁre 1s & darwonstreted need for
deputy end essistent typs positions end thoy cre properly utilized,
such positions tend to confuse ldmes of corzmmicections, proevent moxi-
mm decentralization of eathority ard respinsidbility, £dd unrecessarily
to the number of ovgenizationnl echalons or ¢fmindctrative levels,
irpede dey-to-day opzrations, end increcse costs.”

Becouse of the variations in ibk2 dutiecs end rcsconsibilities of assistant
and related positions 5 specific grode level eriteris ere not providad

in this guide. Tke rajor grcupings of cuch positions and evpliceble
evalustion considerations ere dlscussed balow, Daleirences to spzeifie
Civil Scxvice Coazdession position cl&asi*‘icaﬁion steadards are included,
as gppronxicte.

II. Deruties end Full Asasiatents. h

A. Covernze omd Exelnsions. P

The ter.n deputy or r‘ssist;sut, as used in this guide, designates e

b position vidch i3 secord in the line of ccszwind, shares fully with the

head of the orgenizaetionsl entity in carryiing out ell phoscs of the
work of thz orgcnizatlicn, exd cets in th2 chsvnce of the hied of the
orgenization with full roszonsibility for th: work of thzt officield.
In GSA, th2 term deputy (e.g., Doputy Dirccetor and Devaty Regional
Director) is ordirarily used et tke divisicn level end above end thz
term essisteat (e.g., Assistont Cbief, Assistent Puildings Moncger,
or Assisteant Dopot limager) le nornally used et the broach or lower
levels. This dictinction baiusen daputy erd assistent is rerely a
titlivg practice end hos no cleossificotion cignificonce.

Certain CSA positlons with th2 title of assistont are excluded from
covercge by this guide. The excluded positions ocre those key posi-
tions wialch bave th: principal responsibility for plrroning, directing,

erd coordinzting one or more najor progrons, e.g., positions of
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Agsistant Camuissioner, Aopistent Archivist, cnd Apsistent General
Coungel. These positionn-do not serve in tk: wornal "full assistant”
relationchip, but are in responsible chrrge of rnolgnad progress vhich
congtitute only o portion of th2 progrias for widch thair superiors
ars rcoponsible. Theze pooitions should be ovmlucted, £3 are other
progreon rnoager positions, on the bosis of reosponuibility for the
asgigned progrons, T

Also excluded from this guide are positiomns widch ore. not assistents

in sn orgenizational scnse but vhich bzvd the vord "essistent” es a
part of the class title iu licu of such {exidnologr as ofiicer, wnalyst,
or speclelist, Included in this category are poosiliions cuch &8 Admin-
istrative Assloteont, [lmnogzxent Asolstont, and Procurencnt Assistont.
Such positicans do net bave th2 direct relstionship of Twll participation
with & superior position wbich is choracterietic of positions coverzd
by this gulde. Accordinzly, such positions cre cvalunted on the bosis
of the éuties zrd responsibilities essignad end the sturderds, guildes,
and evalustion techuiques cppwrosriate for the odewpution.

B. Hanasezant Criteria.

From & manogensnt viewvpoint, criteria hoave been estoblizhed for
epplicetion in tha estoblickzesnt or contimyztion of doputy ead esssistent
positions in GSA. Thyce criteria (GSA Orgeadzotion Mamund, 1-12a thru 4)
provida tha followirg rinfimm regquirezsnts for the esteblishoont or

~eontimation of such rocitions:

“A daputy or full assistant position msy be esteblished when the volume
and nature of th» principal's wvork is cuch that it coonot be sccaplisked
by one person. In addition, thz vork cza be divided to occupy two rosi-
tions swbstantielly full-tirs sdter rxdinm delogotions of cnthority to
lover levels Love becn accornlichad.  The deputy or full essietent is a
reagponsible linz officer who pardicipates with th2 principal in cuaryying

. out the Il renge of nhzganant resporcivilities ©ad cete with full

T outhority over tiz totnl vork of tie orpondzntica during tha prinainal's
“@bpence or wnevallopilivy. Lo tust Be im full ciorge of ome or a coil-
pation of the Followdng: T

1) Totol work of onz? or wore eegesuts or work locatioas;

2) Diy-to-lsy operntioas;

3) Plonning, ézvelopstatal, or epociel acsigmsant vork; or
4) Troinieg, lizicon, or tochniesd assictimce work.™

Unless the ebove niodrmm requiressants are ro2t, a writtea Justification
must be provided end oproved for the estchlishacat or coatipuetion of

a deputy or csgistont position., For exsnla, thz naed of the position
for treining purposes (not noceesarily for thks position of the principal)
r3y be cousidecred as cdoguste Justificatdion. As gzothar exdple,
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edequate Justification mey exist vhere ‘an orgenizution is new or
expanding, a premium is placed on getting undervay, ecd cdditional
top level nssistence is neodsd Yor an extended paricd, e.g., for
more thon a year.

- C. Evaluation.

1. FEvnluation Princinles in CSC Stendcrds. The general policy
of the Civil Service Coumdpsion is not to cover deputy or eselstent
positions in 1ts publishad ntenderds; however, referzoces in & mudber
of C3C standords esteblish the general. principlas to be followed in
the evaluction of such positicns. These principlss provide, as &
gepercl rule, for the clossificetion of a full casistent position at
one grede lover than tba primeipal position. (For tvo~grede interval
positions, tke professlonol graede concept, i.e., G3-5, T, 9, 11, 12,
13, ete., is used) In epplying the gemeral mle, determinaticons must
be wade 63 to thz proper evaluntion of the principal position and tha
banis for that evaluation, tk2 excct role of th2 ascistcut in csrrying
out the responsibilities of thz principal, axd the extent to vaich the
same factors which serve &s tha bosis for tha ovolustion of the prin-
cipal position clso apply to the anpisteat. - Thszo principles cre
outlinzd in the followving stendordss

a. Guide for Aupraipal of Sclentific Positicns Propozed for
GS-16, 17, end 38, April AGS4, wose 10, “Fowr poditiona cuch cs. ceputlcs,

Epecial casistents, coordinniors, Cavisors, cmd mznogers of functicasl
segrents of prozrtas (e.g., quality corrbrol) vwho provide erecialized
support ard cssistance to progren dircctors, the cuthority arnd respoasl-

Dbility need to b2 considered in terzs of both thes level of rceponsibilivy

of the progrea director cnd the role of th2 cssistant in dischirging
that regponsibility.” . .

b. Supervisory Grede-Evalustion Culde, Part I, Februcry 1555,

: pege 2. "The Feetor coi eli-snt vedues ced grode conversion tchle ia

this part are not gesred to thz dlrect eveluntion of ‘essistent chief!’
type positions. Such positicna oy be classiried in relstion to the
position of thz ‘'chief', or supervisor of the wnit. Ordiparily, wiore
the 'assistent chief' 1s a full essictant to the chief, occupies a
position in the dircet supervisory Jine, end shares in, end acsists

the chief with respact to, all phosss of the upit's work, tbhe 'esaigtont
chief' pesition will be one grade lower thon that of the chief.”

c. Supervisory Grade-Eveluation Guide, Port 7T, Februsyy 1965,
pege 29. Pert IT of Ths Gulde provides cs cn exciusion: = ‘'Asslstent
Chief! positions. As in Fert I, the peteriel in Pert II is nct gecrs=d
to the direct evaluation of such positions. It is alwnys necessary,
though, to consider the eppropriate grade of the unit chief's position
(end the basis for tbat grede) in evaluating ca assistent chief position.”
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4. Peroonnel Admindstration Series, GS-201, Part 1, June 1906,

§gﬁe 35. "The grede of on nooiotant personuel ofricer is to be derived
y cogparicon with the grede of the parconnel ofricer whcm he assicts
apd in consideration of tba degree to viich he participates in plouning
and directing the psrsonnel progrem. A full assistont wbhose partici-
pation extends to all phaezs of the persomnel progrem, will typlceally
be clespsified one grede below tbe grede epproprinte for the rerconnel
officer. When the personnel officer's grrée 1s bosud on & Iavel 3
character of progrem opcratiom, the onc-greda differentiel will hold
only if there is evidence that the assisteat personnel officer has
mode a significent contriltuiion to such b iovel of oparation.

"The position of a limited ussistant will typicelly be two gredes below
the grede of the personncl officer."”

e. Budget Administrztion Sories, .G5-560, June 1959, nage UT.
"Doputy or essistent budzet oilicer pouiticas volch ohere recponsibility
for the totel buvdgetary effeirs of the orgonization cerved should be
elnesificd at the next lover grede to thab waich would norzelly be
essigned to the budget offlcer. (It would b2 o rare circuzatence that
the budgetary prograa of the GS~-11 budget ‘officer cculd worrent a full-
tire dcputy or essistant to chare the totol responsibility. If such a
position docs exist, clessificetion to ths 08-9 level rather thon GS-10

is usually proper. )"

t. uslxﬂpp}gug_rggg_g.p_l{amgcucnt Serles, 5-2003, Juns 1972,
E_e_ge___3_. “rhe stondard @o2s not specirfieslly cover positions of azsistent
supply menngeent officers. Rowaver, criteria described in the guide
can be cpplied to the ossistent or deputy position, with edjustzent as
nacespery in measwring the dczree to which the poeistont or cepuly
participates in the )l repge of work of the mumeger. A Tull =nesistent,
whose participation extends to all phaces of the cupply progrem, will
typically be clnesified ome grude below the grzde cypropriate for the
supply pancgensat officer. Eovever, this should not be a mrchanical
determination. In eech situetion th2 eotunl roloticaship batween the
two positions end the extent of the ossigtont's or doputy's entbority
mst be coasidered in deteridning the eppropricte grede for tkbe position.”

2. Application of the Tveluation Prineiples. In evaluating 8
geputy or cssistint position, The clessitier rast anecure himself of
the proper classification of the principsl position, i.e.,’ the position
of the chief, director, m2noger, or supervisor with whom tke nssistent
ghares responsibility. This vill involve evelusting, or confirming
the evelusiion of, the principal position in cecordance with appro-
priate position classification sterdards or guides such as tke Super-
visory Grode-Eveluation Guide. With possibly one cxception, the grede
of tha principal position will not Le affected by the presence OT
ebesnce of &n cssistant pooition. The pripcipal position is credited
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with responsibility for all of the work acsigned to his unit end this

is not cbanged by settipz up a position of assistant or by ebolishing
such a position. 1In the situstion vhere the entcbliabzent of an
assistent ponition frecs ths supervisor‘to parfoma highzr level duties
vhich he would otherwise have no time to rexform, ths ostoblishment or
abolishzznt .of the essistant position could have a grede lLipact on the
principal position, . 2 - S
Nornally, the grade of the full assistunt position 1s one grade “elow
that of the principal position; hovever, tha grede of the essistent
should not ba fixed sutcuatically at this level. Full considerstion
mst be given to the besis on which the prineinp2l position is cloosified
end the extent to which ths seme considerations clso avply to tke
agsistont position. In this connection, a very coreful enalysis should
be mede of the sssistent position when the brinelpal position has dbzen
Pleced in a higker grede on the baais of such -onsiderations os the
"irpact of the w2n on the job," imdividual dutics cod racponsibilities
vhich ere of a higher grede level them the gupervisory duties end
responsibilitics, erd working under "genercd edminietrative supervision”
rether thun “genersl technicel supervicica,”

In estedblishing the onz-grzde differential botieen the principal position
and the cesistant position, th2 pormal pzttern of onz-grade inteival or
two-grade interval vork should be followvad. Spacifically, in two-grede
interval situctions, tha por:al grade pattern would be G3~-5, GS-7, GS-9,
GS-11, GS5-12, GS-13, etc. Tharefore, if tke principal position is in
grede GS-11 in a two-grode interval gituation, G8-9 would normally be
considered the epproprizte grede for a fwll ceosiatent. . Howvever, wviacre
speclel strengthaning feoturas in the coaigbant rosition end relation-
ships between that position cnd other positiopns in the orgenization
support such action froa a classification stoedyroint, the assistont
position may be clagsified in GS-10. Bafore cluasifying the position
to GS-10, the clossifier should cssure himeslf that this Goes not cause
inconsistency with CSC stondnrds or with the clsgsificetions of cimilar
positions. '

Application of the one-grade differential betwaen the principal erd the
- asslstént position mey pliace the essistent in tha sarme grade level as
subordinate unit chief positions or working level positions. This will
occur 1in situations where there 18 no intermsdicte grede level to accom-
modate the essistent position or where om interscdiate grode level dis
availsble (e.g., GS-10 in the ebove extzple) but is not eppropricte
besed on valid evaluation considerations.
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~JII. Assistants to and Spocial Assistants.

A. Coverage.

Assistents to and Special Assistants vary considercbly in their
makeup. Such positions differ from dcputit‘*s end full essistonts covered
under "II," above, in that they provide stiff nssistance to the principal
position rather than Participation with that position in the dircct line
monagem=nt and cupervision of the work of 4he orgénization.

Assistents to or special acgsistants may be concerncd with restricted
arens of their supervisor's overall responsibility, or with all arees.
Ia ths latter case, they nuy be difficult to distinguish frcm deputy
or esslstant positions, since they voy be responsible for reviewlng
vorx in each area, devoloping ur recarnending procm‘uwea, or edvising
the supcrvisor on courses of action to trke.

B. HMonagerent Criteria,

The managerant criterdia for the esteblishi-ont or continusation of
an assistant to or special assisteat pesition (G3A Orgondzaticn Mamiel,
1-12¢) are &3 follows: "An assistent to or spzcial sssiotant position
ney be estohlished or comtimeed when the voluna end asture of tha
Prineipal's work is such that it cannot be ccecenlishzd by one parson
and the principal doed not dosire or alreedy bas a deputy or full
“assistent, Substontielly full-time cssistonce of a staff nzture is
needed for activities that are not cworopricte for delegation to lower
levels., Dutles that could be delegoted ond do not require exercise of
" authority over operating elerents mcy be acsigned ocnly &8 nccessary to
agsure Tull~time performance for thr essictont to or spoeiel essistent.
Responsidbility end cuthority shell be clearly Gefinzd. Authority sk-ll
be lindted to tha following:

(1) Review of materisl prepared by subordinates of the principal;
2; Rejection of unsatisfectory cutiiissions; crd
3) Preparation of recox:andatioas for epproval of the primecipal.”

From th2 managem2nt vievpoint, the followlng typos of essignwents are
considered aporopriate for ocssistent to and spacial assistent positions:

"l. Coordinition of substantive arees to assure good commmications;
2. Techalcal research ond preparation of reports;

3. Analysis of inforestion, appreisal of results obteinsd, end
identification of unsatisfactory results;

Plennirg research, eraluation, snd develorment;

Relations with pub].ic, uniong, £2d oth2r csgencies;

Perforzance of a couplex or highly techmicel function requirin
specialized assletence;

o
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T. 'Speciﬂl aogsignments,! such as problen solving and trouble
shooting; or
8. Combination of the sliove.” (GSA Orgenization Vomual, 1-12f).

C. Evaluation.

. 1. Coverage in CSC Standards. Assistent to and special assistant
positions, as defined in thz criteria contaipzd in the GSA QOrganization
Mamual, are staff type positions. Staff positions ere evolusied on the
besis of the specific duties cnd responsibilitics assigued, using the
appropriate position clessification standards for the work performad.
Depending upon the duties end responsibilitics essigned, such staff
positions msy be of the swee grede level s, or wt & lower grede level
than, a line position of full deputy or ageistent.

A number of the current position classificatlon standards provide criteria
for the evaluation of staff type positions elloccble to the purticular
series covercd by the standexd. These stendards ere also useful for
coamparative purposes in the evaluation of stoff type positions in oher
series for wiich there are no directly cpplicedle ptendords ond in
drewing relationships between stefT and operatiional positions. Other
stendards cover work which msy constitute segnznt(s) of the work of &
gtaff position. Currcnt ctendards which miy be uge™l in tha evaluation
of staff positions include the following:

. Persomnel Adminictration Series, GS-201, Part II, june 13GE.
This standrrd describes stodT type p:‘rsommr positions concerned with
prograu eveluation crd progron develorent et gredes GS-7 through GS-13.
(In the sama stonderd, oparations positions sra described at G3-7 through
GS-12.) The stendard distinguishes betwaen grode levels on the basis of
(1) comlexity end difficudiy of the tccimicrl), perosonnel problems deslt
with, as reflected by orgenization chorneteristics, Job characteristics,
end nature of guldes; (2) nmatgerent advisory eervice functioas; (3)
nature of suparvision received; (4) suthority; end (5) personal contects.

b. Monegemant Analysis Series, GS-3h3, Februsry 1972. The
stendard for this occupation, waich doscribos positicns et grodes GS-5
through 15, is freguently uced for cawparative purpeoces in evaluating
other kinds of positions or portions of positlions. In using the
gtandard for such purposes 8 Very cZ »ful anelysis is required to
assure that the eriteria exi specific cxcnmples it contalns ere con-
sidered in their proper context. Essentlelly, Vanagewrent Analysta are
concerncd vith the irproveirnt of mansgersnt ond solution of menagement
problems. The work of guch positions areguires a high order of enslytical
ebility end & coprehensive kmowledge of the theories, functions and
techniques of cincgexznt. Progerly utilized, this stenderd cen be quite
helpful in eveluating sowe of the essigmrsuts and projects of special
"assistants.
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Technical llritinir.nd Editirg Series, 0S-1083, Xoril 1900, These

ctondards describe editing and writing post*iona at gredens G3-5 through
12. The stepdoards are ureful in evalusting cpeoch-vwriting cnd similar
agsignonts of soue speelel ocssistaat positione.

d. Property Disposal Series, GS-1104, June 1970. This
standard describes stoir tyle ponitions at The 00-9 through GS-13 levels.
Such positions sxre concerned with inspections of éisposal progrems,
provision of instructions cnd interpretations to subordinste organi-
zations, nonitoring of dicpocal programs, providirg of expart edvice,
reviewing and roking decisions on appsels, end other staff activities.

2. Application of Stzapderds. The treat:ent of staff positions
in CSC stmd&rﬁs, such cs tloee 1isted above, end in other CSC issucnces
Present several baslc concepts for consideration in the evaluation of
steff positions, including cosistant to end speciel aseistent positions.

Spscifically:

‘a. Staff Versus Operational Po&itions. T‘a... asgigmient of
staff duties docs not nzcessarily ploce a position st a highar grade
_than en operations poaition in the semz occupation. Both staff end
op..re.tio..s positions vre found ot the lover ard intermedlete grede
levels; hovever, the upper grede renge of staff pesiticns is frequently
higher thsn that of operations positions becomse of the greater potential
for more responsible assipgnionts.

b, Experts and Consultents. Some positions (staff es well as
operutional) scrve es expests or consultants within cssigned aress. zre
ore no stondard gredes for this {ype of work. Scrze of the principal
considointions in cevaluatisg an expait or comsultont position are:

(1) The breadth of the arcs of specielization or expertise.
Other things being equal, en increcse in brecdth wacns. a highar-level
position. Thus, th2 expert om conctruction equirizzat has s stronzer
position thom tha expsrt on powsr shovels; thz expert om telephona cas-
- mmicetions, systex=s has & stronger position than th» expart on telephone
switchtoorda, Tha brocder tha area, the greoter 1s the knowledge re-
quired of busically related, but different, subject.

(2) The intensity of the speci'alizstion. This means depth,
rot narrowness. Intense specielization involves & proj portionately higher
knowledge of releted subjects. Tihus, the exp.:r’t on nuclear physics noy
very wall have & better position than an expert on physica. The spscial-
ization rzy be narrow but intense, arnd tlwms cutveight a wide area
opecialization of reletively little intensity.
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. {3) T2 orgendzation level. %he higher tbe level for
vhich tha individuel is en oxport, tlz strongsr the position. Other
things being cqueol, the expart Yor tho egorncy hwg o strongor position

hon the export for a scrvice or a regiontl ofifies, the expert for a
service hng a stronger pocition thza the cymert for o éivinion.
Moanting tha argradsational senle in export or convaltest vork uwouelly
peens on ireroase in coenzdtrent suthorlty fer tin pocition.

Ons of the escential steps in the evalustion proczes 1s the identification
© of the expert or consulicnt. Toz foet that a poaition is tha only one

in the estrbliokzont dozs not citcoaticelly chorventirize the incwbeont

as aa expart in tlat type of work. The sole riwsogrogh opercator in an
office is not caterntically on export in rbecogrond work; the sole
chadst in 8 laboratory is vot tutanatliceldy cn exgert in chznictry or

in ckraicel cualysis. ‘Thsre rmast bae evidense thnat tha exdloyee vorks
with almoet ccaplete indoreadance of ecticn, hag brocd couditmznt
eathordty, erd is called weaa 4o do such thingn osg

21; @ive edvice to othar individuelde or uaits;

2) Repreazant tha orgeadoction In donliras’ with othar orgenie-
. zations, otlar cgoreles, or tha Comtrold Cflfice;

3) Berve cn cooxtizes ctudylng problesa In bis fiizld;

k) Testify dbefara comiitees; .

5) Preuent popres baforo pnlic or privete ciuzociutions; ead

6 swar oral or written inguiries dircceted to him toesuse

be 1a rccoznized oo tre exyert in his fiold,

- Racognition of the incurlrent ns cn expert by othsrs is Izportont. It is
esseatliel that tha evidcace of such iwcorndticon be docuwiinted end roodily
avelleble o3 bockap cateriel for the ponition doscriptiom, e.g., dowu:zais
deczoastroting or referwing to 2 Mexport" citotus of tha exmloyee, ine
stences of "exoort” work domz, obte. Vitheout guch ratorial, 1t is
aifficult for thz clospificy to ddevinguich batween pocitions that axe
expert cnd thooe wivich are mot. A great oy positicis sxe respocasible
in sox2 eantelty Lo civisliug othor verconusl crd dealing with oibar
orgenizations, tut only o fow of tinee nre in Joet "expoerts" in tha

sense in which this oz 48 vsezd In tlhe Coimdenden stondords.

The presence of more then onz expert Iin o specicliaction tends to mini-
nize tha cipert role ard rcices o question chout th velidity of a
preciiuwa grcde for the export. Vhile thore rmuct be a limitetion on the
muber of exparis within a spceializotizn, thore com be rore thin oune

in cervndn circunstraces without a8 winirdzing effect. Onz ouch situsticn
vaich might sugport rore thea cnd exgort weald b2 o lavge gocgrophical
area to be sorved, -

¢. Orgondzaticasl Iocotion. A staff positicon, whzther or
not it includes crpert or coniulicnt recponsipiliiies, wxy te affected

Approved For Release 2002/01/08 : CIA-RDP83-01004R000100170001-5



lo : .
Approved For Releawe 2002/01/08 : CIA-RDP83-01004R0001686170001-5

by its orgenizaticnal location. Tor oxezgde, tha position rurpoasible

for developing technical proczdures at thz egoncey level is vraxlly a

stronger position then oie Qevaloping suck procidures at the reriozal

offico level; a position ot tha regional offiea level is urvrlly

strongor thrn one at a depet or instelloticn lewvel., Yhis rocalts

froa such foctors as tha inereosad ecopa avl irzact of dsoisions, tha

greator diffieculty of coordirztion preblcus, esd the bighzr cud xore

regponsible loevel of coatocts.

d.” Reviewors. Responsibility for the review of work of

- other employces is en limortent part of sens spacial scsictent or
esgiptont to positions. 4h2 porconnel mansgoraat booklet, Clagsifi-
cation Principles cod Foldetes, losued by thiy Civil Scrvice Co-sission
in June 1563, poge bk, tacnts the roview responsibility cs follova:

L}
"Reviewing thy work of euothor is frequantly, but not alweys, a part
of thy cuporvisory procaos, In oltlor eviemd, its effcets oa tke
greda lovels of the position of the rovisuzr end of the pooitica vhose
worx 1s reviewsd depsnd priccreily oa the kel ed pucgsose of the
raview sode,

"In somz situations, such a3 preparing dszta for antesatic nrocessing,
cecuracy »iy b2 co irportont thet omy wmloyea Coublo-chreka the work
of enotkzr widloyes by rogecting the work pocenss of tha first ¢oileyoe
t0 be certzin thzat the remulis ecre ideztichd., Cuch "rovicw! 18 ot -

- eonzidored to have eddltionnl elessification wxickt sines both wolojees
utilize the son2 knovlsdges ced ckills cad the escurcnes of cocuarccy
rests vpoa czreurat of reswlts rothar thaa a dwnxad wpoa tie 'raviever!
. Tor groater mouledge, Judg:ont, c=d cecurcey.

"on tha otior bond, vwisre thare is a responsibility for review vhich
pregures & grecier Imovledsy exd oldll, ond ianvolves & reupcnsibility
foxr ueceyting, rejectiny, or vicing th2 work of cnotkar cployce
(e in zosy cazze, Insiructies thy awloyes in bis work), the review
hos greotsr eleoseifiection sicadflenmes. Dowavor, ths cebuel grolze
levol cffect.(1f orvy) of cuch roview rocpeasividivy would doperl on ta
evaluctlon of all tha wvspecets of tha Job...

"Ag iuzgortent ccnsideration is the releticuship of the review to the
elagant of principal value in the vork. Tor exziple, reviev of vork
the geode voliue of whleh is bosed on ths imventivomsses or ercetivity
required miy Le colely vo cassure conformance with cleor, sinndle
rolicy ovd oy have no oifcet et all on the grods vilus of tha work.
In fact, the grade valus of such a veview iy be lzes thon tha grods
value of the croeative vork 1tcgls.”® '

e. Suwinory. Thare is no simple rthod for dsterndning tk2
grade of & spceiel asoictont or cosistont to pocition. Th2 coxplete
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analysis and evelnation procedira rmist be folldwed, 'This includes
broaking the position into rvainzfuvl, 1dntificdla elsrontay dotor=-
pining th2 iedividacl vorth of onch of thy alcrants or of ca-bipntioans
of elczonts through exprcpricte cozpaxricons vith stenidcrds , Quidea,
and procedent clrssificotions) crd finally rovornirg the process to
look at tha position as a wi»le in ordox to dotorzdne its full worth
throuzh considarction of its vltinata wrgory, plree in ths orgeni-
zetion, cnd rolstionshipa to othyr positic:s with equal, greater, or
less rocpoanibilitics, o "\l
i

i

IV. Fositions with Responnibility for "Acting in tke Abconce of."

A. Genorol Eule.

Baze positions have responsibility for "{einz ovor® in the’
ebeonce of th2 suparvisor. Fornnlly, thio ¢?2$icaad rocponsibility
will not afloct the greds of tha rositicn cines tho esclgizznt typi-
cally bes purled Mmdtotions such oo '

1. T2 cubstituting occupies only & }ei::.tiwly ez=])l proportion
of tha Incwdbont's tirs?, e.g., 10 to 15 povesut of the tir2, éuaring
ths exrunl ord clek locvo of tin capexicr;

2. The cubotitute doss not got inko tho true edninistration of
tha unit's wvorik but is more of o "lecd" workory

3. The svbstitute does not moke dacicions involving policy or
teke procedent eotting ecticna) '

b, The noxt higher mgorviser parfors iy of the caporior's
dutics; ecnd

5. Dzclslons of cxy cousequance ara hald for th: superior's
raturn.

B. Othur Focctors to be Jonsidered,

e

Factors that could stromztlizn sueh positicns to tho extent of
supporting a higkar grode ora:

1. Th2 cubgtitute position :2y be bordcrlins in grede without
the eubstituting recponsibility; -

2. The basic level of work in the unit mey be close to the level

of the supervicor but with roca for an iutercsdictae grede, e.g., &
GS-6 voriting levol erxd a 3-8 cuparvisor;
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3. Ths substitute rcy paxticipate in work plenirg ond cupar-
vision Just bafexre eed oftar tha chemnea of ths cupoyvicor or rr,r
porfora spsciolist work or hordls problen eacas wornlly ceocpllabzd
by ths cuporvicary ozd . :

k. Tighor lovel roosgawsnt £oF not @icumy tha suparvisor's
highsr level &utics in hig chooacs.

N
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